
S:\AOA\DII\DII - WebContent\Outlook How-Tos\Outlook-2010-Setup.doc 

Outlook 2010 Setup 
 

 

1. Go to Start > All Programs > Microsoft 

Office > Microsoft Outlook 2010. 
 

 
NOTE: If using Citrix, click on the Outlook 
icon. 

2. Next at the 

“Microsoft Outlook 

2010 Startup” box. 

3. Next at the “Account 

Configuration” box. 

Keep Yes as 

the default. 

4. Keep all defaults; 

Next at the “Add 

New Account” box. 

5. Once all e-mail 

server settings 

receive a checkmark, 

Finish at the “Add 

New Account” box. 
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Outlook 2010 Setup (manual set up) 
(Use the manual set up when having issues with the automatic setup) 

 
 

 

1. Go to Start > All Programs > Microsoft 

Office > Microsoft Outlook 2010. 

  

  

NOTE: If using Citrix, click on the Outlook 

icon. 

3. Next at the “Account 

Configuration” box. 

Keep Yes as 

the default. 

4. At the “Add New Account” box, Choose 

Manually configure server settings or 

additional server types, Next 

2. Next at the 

“Microsoft Outlook 

2010 Startup” box. 

5. At the “Add New 

Account” box, Choose 

Microsoft Exchange or 

compatible service, Next 
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6. Enter server address: 

outlook.vsms.state.vt.us 

and uncheck Use Cached 

Exchange Mode  

7. Click on Check Name.  

Once the name appears in 

the “User Name” field, click 

on Next.  

8. Click on Finish.  


